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CHAPI'ER I 
INTRODUCTION 
Statement of the Problem 
The purpose of this study was to compile and analyze 
free and inexpensive teaching materials for an office 
machines course and to suggest uses for the teaching 
materials in the classroom. 
Analysis of the Problem 
The subordinate problems involved in this study were 
as follows: 
1. To determine the office machine companies which 
have free and inexpensive materials that could 
be used in the classroom. 
2. To develop criteria for judging the suitability 
of these materials as instructional aids. 
3. To analyze and evaluate the materials on the 
basis of the criteria developed. 
4. To prepare a descriptive explanation of the 
materials for each office machine indicating 
its usefulness in an office machines course. 
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Justification of the Problem 
Office machines are a vital part of American Business. 
In order for the students of today to have a well-rounded 
business training program, a course in office machines 
should be included in the high school curriculum. In her 
study, Brown1 reported that there is a trend to offer an 
office machines course in the high school curriculum: 
Courses in office practice are becoming more 
widely offered in the high schools. Although 
the large business offices may continue to have 
an in-service training program, the schools of 
the future will be called upon to train students 
in the complicated office skills to a much 
greater extent than they ever have before. At 
the same time, business will demand that the 
schools do a much better job in training these 
students in the basic business practices. The 
students' training in school will help to shorten 
the in-service training program which is now 
being carried on in business. 
The establishing of a separate office machines 
course is suggested by Hittler:2 
The growth during the past decade in the use 
of office machines creates many problems in 
business curriculum construction. Alert edu-
cators recognize more and more that training 
for effective use of mechanical equipment is 
a field in itself and, at the same time, an 
addition to training in shorthand, typewriting, 
and bookkeeping; but the extent to which this 
training can be given and should be given is 
not standardized. 
lBrown, Mary A., A Survey ££. ~ Equipment in ~ 
Office Machines Courses in the State of Massachusetts, 
Major ProJect, Boston University, 194~ p. 5. 
2Hittler, George M., "Problems and Issues with 
Reference to Teaching Procedures in Business Machines," 
Seventh Yearbook, National Business Teachers Association, 
Michigan, 1941, p. 296. 
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It is quite evident that there is a definite need to 
have an office machines course in the high school business 
curriculum. Secondly, it is suggested that an office 
machines course be set up to meet the needs of the 
community in which the majority of the business depart-
ment graduates will find employment. 
This study was undertaken to assist the teacher of 
the office machines course by compiling some of the 
teaching materials such as pictures, charts, and booklets 
that are available for the various types of office 
machines presently being used in business firms and to 
suggest how this material may be used in an office 
machines course. 
Delimitation of the Problem 
This study was limited to the analysis of teaching 
materials for office machines that the writer received 
in answer to requests made to office machine companies. 
The writer requested free and inexpensive material 
to be sent and to list any films, filmstrips, or slides 
that might be available. In this study all of the 
material that is mentioned was free. One company sent 
free material and a list of other material that could 
be purchased, but the writer did not obtain this 
material or list it in the study. There were two 
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companies which sent flyers describing the fi~s that 
have been produced in connection with the office machines 
these companies manufacture. A description of these fiLms 
has been incorporated in this study. 
Definition of Terms 
The writer has used three terms which are defined 
:f'or clarity and better understanding o:f' this study. The 
first definition was taken from the Dictionary of Education.1 
Evaluation: Evaluation is the process of ascertain-
i ng or judging the values or amount of something by 
careful appraisal. 
Teaching Materials: In this study, teaching materials 
refer to bookl&ts, charts, folders, leaflets, mimeo-
graphed she&ts, and pamphlets that may be used in 
illustrating the various office machines. 
Oi'fice Machines: In this study, oi':f'ice machines 
refer to accounting, adding, addressograph, book-
keeping, calculator, card and sorting, cash register, 
check protecter, check signer, check endorser, comp-
tometer, dictating, duplicating, mailroom equipment, 
perforator, and typewriter. 
lGood, Carter v., Editor, Dictionary of Education, 
McGraw-Hill Book Company, New York, 1~45, PP• !B. 
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Organization of this Study 
In Chapter I~ the problem is stated and analyzed. 
Chapter II contains a review of related literature. In 
Chapter III, the methods of procedure are stated. Chapter 
IV contains a descriptive explanation of the materials 
for each office machine. The summary and recommendations 
are stated in Chapter v. In the appendix is the letter 
of transmittal used by the writer in requesting material. 
The complete name and address of each office machine 
company that submitted material for this study is listed 
in the appendix also. 
CHAPTER II 
REVIEW OF RELATED LITERATURE 
For tbis chapter, the writer has selected and reviewed 
material in business magazines, Master's theses, professional 
education books, and yearbooks of professional associations 
which covered a 1.5-year period. The literature that has 
been reviewed is centered on four topics. These topics 
are: the importance and need of an office machines course 
in the high school curriculum; the duties of the office 
macr~nes teacher; the results of surveys taken by office 
machines teachers where an office machines course had been 
established in the business department curriculum; and the 
use of visual aids in an office machines course. 
Business teachers are aware that more and more 
graduates from the high school business department in all 
probability will include office machine work in their 
initial job. As reported by Balsley, the current trend in 
the office machines course is to develop this course on 
the basis of the job opportunities in the community: 
More and more teachers are making occupational 
surveys of the business and industrial areas 
served by their schools to determine the tne s 
of jobs that may be available to their graduates. 
But, significantly, teachers are going a step 
beyond determining the different types of jobs 
in offices and attempting to differentiate 
between jobs open to inexperienced workers and 
those for which only experienced workers are 
hired; they are trying to determine the specific 
duties and responsibilities of the jobs for 
which their graduates may qualify.l 
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The organizing and planning of an office machines 
course are two important steps that should be considered. 
In preparing the syllabus for an office machines course, 
Balsley2 reported: 
Because of the variety of activities that are 
carried on in the laboratory-type of instruction, 
the over-all semester plan must be laid out 
carefully before the semester begins. Adjustments 
have to be made, of course, as instruction proceeds; 
but unles s a master plan for the several weeks of 
teaching h as been developed, maximum utilization 
of each class period by each pupil cannot be 
as sured . I n most office-practice classes, 
equipment and materials must be shared by members 
of the class; therefore, some sort of rotation 
plan must be in operation and a workable plan 
requires preliminary organization of class 
activities. Estimating minimum hours to be 
allowed for each activity precedes the blocking 
out of the semester's work. Then considering 
the time allotments, proper sequence of units, 
and availability of equipment, the teacher 
lays out the instructional ttnits and sketches 
in tentative individual pupil assignments. 
Allol-rance will alv-rays have to be made for 
some rearranging of work but the preparation 
of a general pattern is essential to efficient 
handling of the office practice course. 
Three trends toward stimulating business activities 
in the classroom have been summed up by Balsley: 
1Balsley, Irol Whitmore, "Recent Development in Business 
Education," Volume V, The National Business Teachers 
Association and The-Eastern Business Teachers Association, 
New Jersey, 1948, pp. 314-315. 
2Ibid., pp. 315-316. 
1. The office-practice course is quite 
generally recognized as a "doing" course 
rather than as a discussion-type or 
lecture course. 
2. The substitution of a supervisor-employee 
relationship for the teacher-pupil 
relationship. 
3. Using materials and equipment t~at are 
typical of the business office. 
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In establishing the office machines course, the 
teacher is faced with many problems. Two main problems 
are: who should take this course; and how should this 
course be set up, on the vocational or semi-vocational 
basis. On this subject, Morrison2 suggested that: 
• • • • Those who will benefit most from 
the type of instruction offered • • • • 
A machines course, then, is one which should 
be required of all students with average 
or better-than-average mental ability, pro-
vided they are not enrolled in a stenographic 
or bookkeeping curriculum. 
McNatt reported that in Colorado Springs High 
School, Colorado Springs, Colorado, there are only 
three requirements a student must meet to take the 
office machines course: 
1. Each student must be a senior with an 
average grade of ''C" or better in the 
first and second semesters of typing; 
1rbid., 316-317. 
~orrison, Rose H., "Who Should Take Clerical 
Practice?" .American Business Education, December, 1954, 
pp. 98-99. 
2. The student must be taking a general 
business course--not secretarial or 
retailing majors; and 
3. The student must have successfully 
completed a prerequisite course in 
office practice.l · 
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Krouse2 reporting on the aims of an office machines 
course as to whether this course should be on the voca-
tional or on the acquaintanceship basis stated: 
When a variety of machines are included in 
one course, the students cannot, in most cases, 
become skilled operators (to the point of 
vocational competency) by completion of a 
single, general course. Following the 
introductory course with advanced courses 
in which students can specialize on one or 
a few machines would seem to be the solution 
in communities where office positions exist 
for graduates so qualified. 
But the acquaintanceship level of training 
can be justified even if it means no more 
than your students having a foundation on 
which to build after they go into o£fice 
employment. Such a. eour~e removes for them 
the fear of the strange and unknown and 
gives them confidence that they can use 
those machines. An awareness of their own 
shortcomings in operating the machines should 
keep them from claiming a degree of skill 
they do not possess. 
Morrison's definition of an office machines course 
is a full-year, terminal course offered in the senior 
lMcNatt, Nyla, "Office Machines as Taught in the 
Colorado Springs High School," Balance Sheet, January, 1955, 
p. 205. 
2.Krause, Ruthetta, "Business Machines Must Be Included 
in Your Business Training Program," Business Education World, 
September, 1950, p. 36. 
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year, and one embodying instruction on machines 
commonly used in business • • • • The skill to be 
attained is either on a semi-vocational or vocational 
level.1 
On this same subject, Sister Mary Marcia2 stated 
in her article that an introduction to and a knowledge of 
several types of machines is very valuable to the average 
student in the average community. 
Another factor agreed upon by business educators 
in establishing an office machines course is that each 
school should prepare its own office machines syllabus. 
There is no standardization of content in this course. 
Eisen stated that a series of objectives would help 
office machines teachers have a goai to l'Tork toward. 
These objectives should be based upon the urgent and 
common needs faced by all office machines teachers 
such as: 
1. To acquaint the students with the methods 
of operating office appliances and of 
performing common office tasks. 
2. To develop in each student some understand-
ing of the mechanical process by which the 
machines on which he is trained operate. 
lMorrison, loc. ill• 
2:Marcia, Mary Sister, "Selling a Machines Course," 
Balance Sheet, May, 1954, p. 389. 
3. To attempt to meet the standards set by 
employers for beginning office workers 
who are capable1of adjusting to the business world. 
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Still another important problem that confronts the 
business education teacher may be summed up in the question: 
Is there a need for an office machines course in the high 
school curriculum? The Business Education -World 
published in March, April, May, and June of 1952, a 
series of articles written by Gibson and Straub which 
were entitled: ''What a High School Business Graduate 
Should Know about Business Machines, Duplicating 
Machines, Dictation Machines, and Figuring and Book-
keeping Machines." The first article which was in the 
March issue was a general introduction to the whole 
series. This was entitled "What a High School Business 
Graduate Should Know about Business Machines:"2 
The purpose of this first article in the series 
is to suggest reasons for re-examining present 
machine-course offerings, to identify the machines 
needed in large-school and small-school courses, 
and to justify the selection of machines on the 
list. 
1Eisen, Norman, B., "Methods in Office Practice (1): 
Objectives and General Program," Business Education World, 
September, 1951, p. 32. 
2Gibson, E. Dana and Laura L. Straub, "What a High 
School Business Graduate Should Knmv- about Business Machines," 
Business Education World, March, 1952, p. 325. 
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In April the second article waa printed entitled 
"What Every High School Business Graduate Should Know 
about Duplicating Machines. nl Gibson and Straub reported 
that: 
Most high school graduates will need skill 
and information about duplicating machines 
for three main reasons: 
1. In their advanced high school business 
classes, or in postgraduate work, 
reference will often be made to these 
machines and to the processes involved. 
Students who have a basic skill and 
knowledge will be better prepared for 
this advanced study than those without 
it. 
2. Most of the students will also find that 
the skill and knowledge will come in handy 
in their personal living: clubs, frater-
nities, sororities, churches, and similar 
organizations have need for persons able 
to use duplicating machines. 
3. Those graduates who go into business, 
whether as office workers or as executives, 
will constantly be called upon to dupli-
cate, or have duplicated, material for 
which they are responsible. 
In the third article printed in the May issue 
and entitled "What Every High School Business Graduate 
Should Know about Dictation Machines," Gibson and Straub 
stated: 
The average high school business graduate, 
as yet, does little upon job entrance to 
bring herself into contact with dictating 
and transcribing machines except in the 
stenographic area. Here she often meets 
one or more types of these machines. 
lGibson and Straub, "What Every High School Business 
Graduate Should Know about Duplicating Machines,n Business 
Education World, April, 1952, p. 389. 
While a high degree of skill in the 
operation of these machines is profitable, 
most schools do not feel they can afford 
the time and equipment necessary to pro-
vide this skill. It is doubtful whether 
the ordinary high school can or should 
offer more than basic-acquaintanceship 
programs in voice-writing. If the student 
has good typing skill and has had some 
training in the operation of one or more 
types of these machines, it will be possible 
for her to learn the operation of others 
satisfactorily on the job. The jobs the 
beginner can obtain seldom will call for 
more than general familiarity with these 
machines.l 
The June issue had the final artic.le which 
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was entitled "What Every Graduate Should Know about 
Figuring and Bookkeeping Machines."2 In this article 
Gibson and Straub stressed the value of figuring and 
bookkeeping machines in an office machines course. 
• • • But every high school business 
graduate should know about calculating and 
bookkeeping machines--and know a great deal 
about them. Business offices are mechanizing 
at a tremendous pace. Where only a simple 
adding machine was used formerly, highly com-
plicated electric calculating machines are 
now in operation--in the small as well as 
the large business office. 
Just as one can say that "almost everyone 
who works in an office uses the telephone, 
typewriter, and duplicators," so can one 
say that "almost everyone who works in an 
office uses figuring machines." 
• • • The time has come when we can say 
that high school business graduates must know 
the e.ssentials of operating figuring machines. 
lGibson and Straub, "What Every High School Business 
Graduate Should Know about Dictation Machines,'' Business 
Education World, May, 1952, p. 427. 
2Gibson and Straub, "What Every High School Business 
Graduate Should Know about Figuring and Bookkeeping Machines," 
Business Education World, June, 1952, p. 496. 
From the material just presented, it is quite 
apparent to business educators that a need does exist 
for an office machines course in the high school 
business curriculum in order that the graduates of the 
business department might be able to meet the challenge 
in this age of automation. 
If an office machines course is to be established 
in the business curriculum, then there must be an office 
machines teacher. Therefore, what might be the qualifi-
cations, background, and experiences of this teacher? 
Bauernfeindl has made five suggestions on this subject: 
First of all, the office machines instructors 
should have a wide, basic general education 
background. Secondly, it is necessary for 
the office machines instructor to learn all 
phases of operation of the machines and to 
build a skill which compares with standards 
of production which are demanded in the 
business office. Thirdly, it is very important 
for instructors to become acquainted with the 
ever-changing development in the office machines 
field. In the fourth place, actual experience 
as an office machines operator is another 
factor an office machines instructor should try 
to arrange. And lastly, the office machines 
instructor is in a vital position from the 
standpoint of public relations. 
The growth in importance of the office machines 
instructor is reported by Bauernfeind: 
!Bauernfeind, Harry B., "Office Machines Instructors--
Their Professional Development," American Business Education, 
March, 1954, PP• 180-181. 
The office machines instructor of today has 
a vital part in the whole business education 
program. No longer is office machines a 
fill-in. With the increase of office machines 
used in practically every phase of business 
operation, the whole business education pro-
gram is either outdated, or up to date, with 
the addition of machines for calculations, 
recording, tabulating, sorting, collating, 
and accounting. The office machines 
instructor today is teaching a subject which 
touches each phase of business operation, 
and upon which business depends. The pro-
fessional office machines1instructor holds the key to business progress. . 
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On this same subject, Clippinger listed seven areas 
of information for the office machines teacher which are 
similar to those of Bauernfeind. In conclusion to his 
article Clippinger2 suggested that: 
The business teacher is more than a teacher. 
He is a vocational counselor; and his own 
experiences and knowledge, if expertly passed 
along to his students, will do much to prepare 
them for the future. 
According to Collins,3 the teacher should find the 
office machines course a challenging and rewarding 
assignment where there is immediate benefit and interest. 
It is ever-changing and expanding; and the teacher is 
alert to changing methods, community changes, business-
world changes, and equipment changes. 
1Ibid., p. 182. 
2clippinger, Ray L., nAdjusting to Vocational Life--
Through Office Machine Instruction," Arner.ican Business 
Education, March, 1953, p. 146. 
3collins, Harian J ., "Handbook for Office Practice 
Teachers," Hono~raph 91, South-tlestern Publishing Company, 
Cincinnati, 195 , pp. 1-2. 
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A few survey conclusions which were made by business 
teachers where an office machines course had been established 
in their business curriculum are reported here. Hartman 
and Seymour set up the office machines course in 1940 to 
meet the demand of their communi ty. Their course stressed 
vocational competency in operating one machine, plus 
acquaintanceship with the operation of several other office 
machines. The objectives of the course centered around the 
word adaptability: adaptability to people, adaptability to 
conditions, and adaptability to machines. The conclusions 
from their survey are stated briefly as follows: 
1. Course reached both lower_ ranges of intelli-
gence and above-average students whose academic 
accomplishments were lower than their abilities 
warranted. 
2. There was a steadiness of continua~ employ-
ment with one concern. 
3. Excluding those who went directly to college, 
only a small percentage of others continued 
after-school training. Therefore, the 
training in high school should be of such 
quality as to be marketable--which hints 
at still greater specialization. 
4. A strong plea was made by students for 
general machine knowledge, which means 
an acquaintanceship training with various 
types of machines is needed in the 
business curriculum. 
5. The survey showed that the schools should 
do more to stress courtesy and refinement 
of manners. 
6. Finally, the survey's greatest con-
tribution has been its tremendous 
motivation in teaching. 
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The Department of Business Education at Rochester 
High School2 came to these conclusions based on a survey 
in that area: 
1. The majority of graduates indicated that 
the training they had received in shorthand, 
typewriting, bookkeeping, and transcription 
while in school had been quite satisfactory. 
2. That the training given in office practice, 
business English, and business arithmetic 
had been sufficient, but not as satisfactory 
as in those subjects just mentioned. 
3. There was a general .feeling that the train-
ing given in business machines, salesmanship, 
and store experience was far from being 
sufficient. 
The follow-up study made in Baltimore by Brown3 
was taken six months a.fter graduation and the main con-
clusion was the ease of transition .from school to the 
business office because of the experience gained in the 
o.f.fice practice laboratory. 
The final topic the writer has selected to review in 
this chapter is that of audio-visual aids in the o.f.fice 
1Hartmann, Bernice and Seymour, George, "What Happened 
to the Graduates of Our Office-Practice Course," Business 
Education World, March, 1950, pp. 329-330. 
2
clippinger, £2· ~., p. 144. 
3Brown, James G., "A Clerical Practice Program," 
American Business Education:, October, 1954, p. 38. 
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machines course. The term audio-visual aids came into 
prominence during the second world war, but it is well 
to remember that audio-visual instruction was in use long 
be~ore this time. As a matter o~ ~act, visual aids may 
be traced back to primitive days ~or i t was through signs 
and g estures that the early man conveyed his ideas. Slate 
boards have always been a part of the American Education 
program. Horace, Hann, a great educator, recommended the 
use of field trips and other supplementary aids in teaching. 
According to McKown and Roberts,l visual education is a 
method of imparting information which is based upon the 
psychological principle that one has a better conception 
of the thing he sees than of the thing he reads about or 
hears discussed. 
There are many visual aids available for the office 
machines course. In order to keep the office machines 
course abreast with the times, the office machines teacher 
should make use of all current teaching materials. 
Marietta and Hittler2 reported that audio-visual 
aids comprise the largest group, in number, of the devices 
which promotes the teaching-learning process in office 
practice. 
l McKown, Harry c. and Alvin B. Roberts, Audio-Visual 
Aids to Instruction, McGraw-Hill Book Company, New York, 
1949, p. ll. 
2Harietta, E .L. and George M. Hi ttler, "Teaching Aids 
for the Business Department," Volume V, The National Business 
Teachers Association and The Eastern Business Teachers 
Associat ion, New Jersey, 1948~ p. 270. 
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This study is concerned with one phase 0f visual 
aids; namely, photographs . and pictures. Marietta and 
Hittler described this phase as: 
Photographs and pictures: Minute details and 
general views of equipment, filing systems, and 
appliances not available in the office practice 
laboratory become a reality in the minds of the 
pupils through planned use of actual photographs 
and lithographed pictures. A series of pictures 
can depict and successfully emphasize the Do's 
and Don'ts of the off'ice etiquette. Pictures 
may show selected adaptations of' the IBM system 
of accounting,administration, and procedures. 
Because of infrequent changing of' pictures on 
the bulletin board or improper placement on 
bulletin boards of books or pictures, many 
pupils may see only those pictures presfnted 
by instructor in actual class sessions. 
Marietta and Hittler list 18 points which may be 
used by the teacher in selecting and evaluating aids to 
be presented to the class. Audio-visual aids should: 
1. Arouse interest 
2. Focus and hold attention of trainees 
3. Clarif'y meanings of specialized vocabularies 4. Cultivate positive attitudes 
5. Add to knowledge 
6. Demonstrate advantages of skillfully applied 
techniques 
7. Create a favorable critical estimation or 
appreciation 
8. Stimulate reading on the part of the pupil 
9. Simplify explanation 
10. Obviate actual application of a technique or 
practice 
11. Afford easy transfer from practice to reality 
12. Aid in individual perception of ideas or 
performance of skill 
13. Increase motion economy 14. Step up judgment formation 
• 
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15. Save time 
16. Cut overlapping of teaching and learning 
activities 
17. Facilitate insights 
18. Functionalize a tecbnique1 
Wittich and Schuller2 make this contribution about 
flat pictures: 
Flat pictures are a highly important phase of 
audio-visual materials. They are inexpensive, 
readily available to all teachers, and highly 
effective as a means of communicating ideas. 
Flat pictures are described further by Wittick and 
Schuller3 as a still medium which can emphasize key ideas 
and impressions, and lend themselves to detailed individual 
study. They are flexible and cover a wide range of sub-
jects. The criteriafor judging flat pictures are: 
artistic quality, interest, clarity, truthfulness, 
effective color, good composition, and techniques. 
It should be kept in mind, however, that audio-visual 
aids are just supplementary materials to a teacher's lesson 
plan. Audio-visual aids are a device that have become a 
necessary part of our American Education progrrun but they 
are not to be substituted for teacher-instruction, the 
central figure of any teaching program. The teacher 
1~., pp. 261-263. 
2wittich, Walter A. and Charles F. Schuller, Audio-
Visual Materials Their Nature ~ ~~ Harper Brothers, 
New York, 1953, p. 89. 
3rbid., PP• 62-73• 
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should remember that his students are well trained if he 
has used clear thinking and made careful preparation o.f 
his day's work. 
In their article on audio-visual aids, Gaudy and 
Noel mentioned that: 
Audio-visual resources should be used to help 
teachers and students achieve their educational 
goals. If they are to make a contribution to 
the learning process, their use should be 
carefully planned.l 
Boehme2 having conducted a survey to determine 
whether business teachers are using audio-visual aids 
reported that: 
As a result of this survey, it is recommended 
that present and future business education 
teachers be encouraged to study the possibili-
ties of using audio-visual aids in teaching 
business subjects. Business education teachers 
must not only be taught the use of visual aids 
but they must also be taught how to operate 
and utilize the proper audio-visual aids equip-
ment. When this is accomplished, audio-visual 
aids will be accepted by business teachers as an 
aid to ef.fective teaching. 
Therefore, business teachers should be aware o.f 
the number of teaching materials that are available 
for an office machines course and should be willing 
lGaudy, Elizabeth and Francis Noel, 11How to Use 
Audio-Visual Aids Part Two Flat Pictures," Business 
Education World, December, 1943, p. 201. 
2Boehme, Frederick o., "Are Business Teachers Using 
Audio-Visual Aids?" Balance Sheet, April, 195.5, p. 341. 
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to be instructed as to the most effective use of these 
teaching materials in the classroom. 
A few years ago, the entire issue of a business 
magazine was devoted to office machines. The editorial 
of this issue was written by Connelly. The writer has 
chosen a paragraph from this editorial which sums up 
the purpose of establishing the office machines course 
in the business curriculum: 
The office practice course integrates and 
refines skills and knowledges already acquired, 
as well as introduces and provides for the 
development of learning of new skills. This 
is the opportunity to prepare students for 
office positions. A variety of office routines 
should be experienced by the students; filing, 
communicating devices, handling the mail, the 
use of business forms and records, duplicating, 
typewriting, calculating machines, etc., 
knowledge of equipment and supplies. Students 
should have the opportunity of becoming 
acquainted with many machines and develop 
vocational skill on one or two machines. 
Orienting the student to office situations and 
helping the individual to develop the right 
attitudes and understandings of office work 
are of utmost importance.l 
In thls chapter literature was reviewed which covered 
four topics: namely, the importance and need of an office 
machines course in the high school curriculum; the duties 
of the office machines teacher; the results of surveys 
taken by office machines teachers where an office machines 
lconnelly, Mary E., Editorial, U.B.E.A. Forum, 
February, 1953, P• 9. 
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course had been established in the business department 
curriculum; and the use of visual aids in an office 
machines course. 
To summarize these topics, two conclusions may be 
drawn: 
1. An office machines course should be established 
in the high school curriculum. 
2. Teaching materials that are available for office 
machines should be incorporated by the office 
machines teacher. 
In Chapter III, the procedures employed to obtain 
the office machines teaching materials will be discussed. 
CHAPTER III 
PROCEDURES 
The purpose of this study was to compile and analyze 
free and inexpensive teaching materials for an office 
machines course and to suggest uses for the teaching 
materials in the classroom. 
The procedures that were used in preparing this 
study were as follows: 
1. 
2. 
3. 
4-
A check was made in a recent office machines 
textbook to compile a list of office machines 
that are being used in today•s business offices. 
The names of the machines were arranged 
alphabetically. This facilitated the method 
of obtaining the names and addresses of 
office machine manufacturers. 
The local classified telephone directory was 
consulted, and a list of 45 names and addresses 
of office machine manufacturers was compiled. 
A letter of transmittal was constructed. A 
copy of the letter appears in Appendix A of 
this study. This letter explained briefly 
the purpose of this study and requested free 
teaching materials or a list of inexpensive 
teaching materials that could be used in an 
office machines course. 
From the first request, 21 office machine 
companies replied. (Materials were received 
from 19 and two companies replied they had 
no material to send.) A follow-up letter 
was constructed and sent to the remaining 
24 office machine companies. A copy of 
this letter appears in Appendix B. Five 
replies were received. (Three companies 
sent materials and two companies replied 
they had no material to send.) 
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6. or the remaining 19 orfice machine companies~ 
a check was made through business magazines 
for the address or the main office for each 
company. Ten out-of-state addresses were 
obtained. The original letter or trans-
mittal was sent to these main offices. 
Eight replies were received. (Seven com-
panies sent materials and one company replied 
they had no material to send.) 
7. The writer visited the nine orfice machine 
companies whose main office is located in 
Boston and obtained material rrom seven 
companies. A total of 35 companies is . 
represented in this study. 
8. The teaching materials received were 
alphabetically arranged by the name of the 
office machine. ~ 
9. Criteria were set up to evaluate the teaching 
materials received. 
10. The materials were analyzedfor illustration~ 
clarification of explanation, and general 
usefulness in an office machines course. 
11. A descriptive explanation was prepared for 
each office machine. 
12. A summary and recommendations for further 
study were made. 
CHAPTER IV 
EVALUATION OF THE TEACHING 
MATERIALS 
In this chapter the writer has prepared a descriptive 
explanation of the teaching materials that were received 
from office machine manufacturers. Forty-five ofrice 
machine companies were contacted and a total of 35 companies 
replied. These 35 office machine companies are represented 
in this study. 
The material has been arranged alphabetically 
according to the name of the office machines as follows: 
adding machine, addressograph, calculator, card and sorting 
machine, cash register, check endorser, check protector, 
check signer, comptometer, dictating machine, duplicating 
machine, flexowriter, machines in the mailroom (postage 
meter and envelope opener), and typewriter. 
The names of the office machine companies have been 
arranged alphabetically according to the office machines 
that they manufacture. 
A summary of the teaching materials and suggested 
uses for these teaching materials are presented at the 
end of each descriptive explanation. 
R. C. ALLEN BUSINESS MACHINES 
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ADDING HACHINES 
BOOKKEEPlNG I"IACHINES 
CASH REGISTERS 
There are nine cash registers manufactured by the 
R. C. Allen Company. One brochure in black and white print 
gives a small-size picture of each model and a description 
of the features. 
A ten-key adding machine, hand operated is presented 
in a two-page brochure. There is a picture of the machine 
and a detailed illustration of the operations. 
The R. c. Allen Visomatic electric adding machine is 
shown in a color-print brochure. The second and third 
pages of this brochure have detailed illustrations of the 
features; and on the fourth page, there is a full-size 
photograph of the machine. 
A desk-model bookkeeping machine is another product 
of the R. c. Allen Company. The six-page, color-print 
brochure illustrates the s~ultaneous bookkeeping methods 
such as posting to the journal, posting to the ledger, and 
posting to the statement in one transaction. There is a 
picture of the machine on the last page of this brochure. 
smJJ:t.fARY 
B. C. Allen's teaching materials would be used most 
effectively by the office machines teacher. The materials 
may be used as background and general information purposes 
and in preparing bulletin board displays. 
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CLARY MULTIPLIER CORPORATION ADDING MACHINES 
BOOKKEEPING-CASH 
REGISTERS 
Adding machines and bookkeeping-cash registers are 
manufactured by the Clary Nultiplier Corporation. The 
adding machines include all sizes of keyboards. 
One brochure contains the eight-column listing-type 
adding machine with five special features. Each ex-
planation is accompanied by a small illustration of the 
part of the machine. 
Another brochure describes the bookkeeping-cash 
register machine with just a listing of the advantages 
of this register. There is no explanation of how to 
operate this machine. 
For the teacher's use only, there is a school 
instruction manual entitled ~ to Use the Adding Machine 
(full-keyboard). Permission is granted to the teacher to 
reproduce any part of this booklet. The booklet consists 
of a series of explanations to the teacher; the history 
of the adding machine; the types of adding machines; the 
parts of the Clary machine; how to use each of these parts; 
pages of problems; and lastly, a review section. The 
introduction to this booklet points out that the exercises 
in this manual are suitable for use on any make of a full-
keyboard adding machine. 
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CLARY MULTIPLIER CORPORATION (Continued) 
A booklet entitled Factors in Office Efficiency and 
published by the Public Relations Department of the Clary 
Multiplier Corporation consists of a series of letters 
with educational content containing important contributions 
to the understanding of office procedures. These letters 
are presented in office-style dictation. 
SUMHARY 
The Clary machines are presented on 8! x 11 glossy 
paper in color print. The office machines teacher could 
use them in the classroom as bulletin board display 
materials. From the instructional manual, the office 
machines teacher might wish to duplicate same of the 
problems to be used as exercises. 
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MONROE CALCULATING HACHINE COMPANY, INC. ADDING MACHINE 
BOOKKEEPING 
MACHINE 
The Monroe Calculating Machine Company, Inc., has 
manufactured a machine called the Monroe Educator which 
has been designed to meet the needs for classroom instruction. 
There is a two-page, color-print brochure describing this 
model with a photograph of the machine. A booklet entitled 
Teachers Guide for Monroe Educator Adding-Calculator has 
been prepared to aid the teacher in making the most 
effective use of the Monroe Educator. This booklet con-
tains an explicit description of each part of the machine 
and then proceeds with the methods of demonstration the 
teacher may use to show each part to the class. The 
demonstration on the machine covers the four basic 
arithmetic functions. The teacher may write to the Monroe 
Company for a colored-wall chart which has an enlarged 
cut of the Monroe Educator and a brief set of instructions 
for the fundamental operations. 
Two other models manufactured by Monroe are described 
in a booklet entitled Operating Instructions for Model 
LA?-160 and LA7-200. This booklet describes the operating 
controls and parts of each model and gives step by step 
instruction in addition, subtraction, multiplication, 
and division. 
Instructions Monroe-Matic is the title of a manual 
which describes the features of the Monroe-Matic and 
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MONROE CALCULATING MACHINE COMPANY, INC. (continued) 
their use. Instructions for performing typical figuring 
problems that bring out the machine's fully automatic 
functions are included in this manual. 
After years of study and experience on hundreds of 
thousands of figures used in everyday business, Monroe 
developed and perfected Rhythm-add, a Registered Trade Mark, 
an entirely new and unique technique for adding machine 
operation. A series of machines called the Monroe Simplex 
./ 
Series 40~Adding Machines have been designed for this 
Rhythm-add system. There is a two-page brochure with a 
picture of each of these models. A 50-page booklet 
entitled Monroe Rhythm-Add Practice Exercises contains 
a series of exercises, to be followed in sequence, 
scientifically designed to develop rapidly anyone's skill 
in adding machine operation and reducing mental and 
physical effort to a minimum. Monroe Rhythm-Add Training 
Course for Teachers is an outline of the course and the 
program. This course is set up to cover a two-week period 
with a daily schedule from 8:30 to 3:10. A report by 
leading businessmen and educators on the Rhythm-add system 
is published in a booklet entitled All Hands Take to Rhythm-
Add. 
Monroe also manufactures a bookkeeping machine. There 
are two brochures in black and white print which cover a 
few phases of bookkeeping and how these bookkeeping 
operations are worked out on the Monroe Bookkeeping Machine. 
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MONROE CALCULATING MACHINE COHPANY, INC. {continued) 
For the teacher's use, Monroe Calculating Machine 
Company, Inc., has published a number of pamphlets entitled: 
From Abacus to Monroe 
The Teaching-of Office Machines (two important articles) 
Courses of StUciy in Office Machines and Clerical 
-- -practice ---
Teaching Office Practice ~ the Rotation ~ 
Procuring Funds for Office Machines wgz Adopt Busines.s-Equipment for Commercial Education 
T e Use 2£ CalcUlating Machines in Teachins Arithmetic 
CieriCal Of1ice Machine Program fOr the Small ~ 
School --- ---
Planning Your Offiee-I1:achines Course 
Office Practfce Rotation Plan Formulas 
SUMMARY 
An excellent selection of teaching materials have 
been published by the Monroe Company. The office machines 
teacher would find these materials very useful. There 
would be materials for bulletin board displays and materials 
for the teacher's use for background and general information 
purposes. 
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NATIONAL CASH REGISTER COMPANY ADDING MACHINES 
The teaching materials received rrom the National 
Cash Register Company consist of two booklets. 
One booklet, 25 pages in length contains the features 
of the National Adding Machine. There are several pages 
of detailed illustrations of each reature on this adding 
machine. The last part of this booklet contains problems 
in addition, substraction, multiplication, and division. 
A 17-page color-print brochure entitled How to Save 
---
Money ~ Your Accounting shows the advantages of using 
a machine for keeping records over the hand-written method. 
The last page of this booklet has a photograph of the 
National Accounting Machine and listed below this picture 
are some of the jobs this machine will handle, they are: 
ACCOUNTS RECEIVABLE 
ACCOUNTS PAYABLE 
BUDGETARY CONTROL 
PAYROLL 
SALES DISTRIBUTION 
COST DISTRIBUTION 
EXPENSE DISTRIBUTION 
COMMISSION STATEMENTS 
CHECK-WRITING 
STOCK RECORDS 
GOVERNMENT REPORTS 
GENERAL LEDGER 
The National Cash Register Company published a booklet 
entitled 4000 Years of Banking. This is an interesting 
brochure covering the development of banking from 4000 years 
ago to the present day. Another booklet entitled Evolution 
of Industrial Accounting reviews briefly the early development 
of manufacturing in our country and its logical growth into 
today•s modern industrial giant. Another booklet, not 
connected with office machines but which could be used in a 
retailing course, is entitled Terminology Used~ Department 
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NATIONAL CASH REGISTER COfiPANY (continued) 
~ Specialty Stores. 1l 1his booklet contains an alphabetical 
arrangement or retailing terminology and the definition of 
each word. 
SUMHARY 
The teaching materials received rrom the National 
Cash Register Company could be used in several business 
courses. The booklet on the adding machine would be 
useful in the office machines course as well as the booklet 
on the accounting machine. The teacher in the general 
business course might find the booklets entitled 4000 Years 
of Banking and Evolution or Industrial Accounting or value. 
The booklet on department store terminology might be used 
in the retailing course. 
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OLIVETTI COMPANY ADDING MACHINE 
A fully-automatic printing calculator is manufactured 
by the Olivetti Company. The descriptive brochures are 
in color, and there is an illustration of the machine and 
a detailed description of the features. 
The Olivetti Company published a 42-page booklet 
entitled Olivetti Printing Calculator, Operation Instructions. 
The forward to this booklet is as follows: 
Part One shows a picture of the Olivetti Printing 
Calculator, describes its controls and their 
functions, and tells of the general features of 
the machine. 
Part Two instructs in the operation of the machine 
suggests the most efficient procedure for both single 
calculations and combinations work, and gives 
examples with practice problems. 
Part Three presents some of the specific applica-
tions, with detailed examples, for which the 
Olivetti has proven outstanding. 
There is another 35-page booklet entitled Selling 
Points. This booklet is for salesmen, and it points out 
the advantages of the Olivetti machine. 
A reprint is available from the December, 1952, issue 
of Interiors Magazine which tells the story of the Olivetti 
Company. This is an Italian company which manufactures 
Olivetti typewriters and calculators. Descriptive 
illustrations of each machine are presented in this reprint. 
Adrian Olivetti, president of this company, has made 
his goal to build at Ivrea, Italy, a community coherent in 
all its functions. Olivetti is not devoted to the idea of 
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OLIVETTI COMPANY (continued) 
presenting a ready-made society to the employees. The 
company does, however, provide a housing project, nursery 
school, and wages 10 per cent above the average wage in 
Italy. The last sentence from this reprint is worth 
mentioning here: 
Thus Olivetti tries to use its inevitable 
power over the lives of its people as a 
good influence tov1ard the natural evolution 
of an industrial society. 
S 'ill'IMARY 
Many of the teaching materials published by the 
Olivetti Company would be useful to the office machines 
teacher. The color brochures could be used as bulletin 
board displays. The students would find interesting 
background material in the story of the Olivetti Company. 
REMINGTON RAND CQ}fPANY 
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ADDING MACHINES 
CALCULATORS 
Remington Rand manufactures five types of ten-keyboard 
adding machines, and there is a 24-page booklet illustrating 
the operations that may be performed on these machines. 
There are two calculator models manufactured by 
Remington Rand. There is a 54-page booklet to accompany 
each calculator model. The booklet gives a descriptive 
illustration of the features and a series of exercises 
to accompany each operation that is illustrated. 
For Model 99, there are two color-print brochures. 
In one of the brochures which consists of two pages, there 
is a center spread of the calculator with illustrations on 
the other pages. The five-page brochure has a more detailed 
explanation of Model 99. 
Included in the materials published by Remington Rand 
are the instructor's manual and the student's manual. The 
instructor's manual presents objectives for the teacher 
which may serve as a goal when presenting the operation 
of the adding machine. There is also an outline of a 
ten-period course which has been set up by Remington Rand 
to introduce a student to the operation of the touch-type 
keyboard. In the student's manual, the ten-period course 
is described in detail with additional exercises to help 
increase skill and efficiency. To accompany the student's 
manual, there is a student's workbook. The office machines 
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REMINGTON RAND COMPANY (continued) 
teacher may reproduce any of the material in the student's 
workbook. This workbook contains office-style exercises. 
For exercise Number 6, there is a set of invoices and 
f or exercise Number 12, there is a set of checks. In the 
workbook directions are explained clearly to the student 
for using the invoices and checks with exercises 6 and 12. 
SUMNARY 
Remington Rand's teaching materials could be of use 
to the office machines teacher and to the students in an 
office machines course. The teacher may use some of the 
materials. for bulletin board displays and could make a 
·few lesson plans from the instructor's manual for use 
with the Remington Rand adding machine. 
ELLIOTT ADDRESSING "f-1ACHINE COMPANY 
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ADDRESSING 
MACHINES 
There are 16 models of addressing machines manufactured 
by the Elliott Addressing Machine Company. The simplest 
model is called the Elliott Addresserette. 'rhis is an 
inexpensive, hand-operated model specifically manufactured 
for clubs, churches, small stores, and small offices. 
Two other models, Model 513 a hand-operated machine and 
Model Cl3 an electrically operated machine are illustrated 
in detail in a three-page black and white print brochure. 
In a 31-page booklet, there is a picture and a 
detailed description of each machine that is manufactured 
by the Elliott Addressing Machine Company. The basic 
operation of each machine, of course, is addressing . The 
small-size models accommodate just post cards and envelopes. 
A few of the more complex models are: The Elliott 
Combination Bill Printer and Addresser Machine, The Special 
Addressi ng Machine for Publishers, The Elliott Addressing 
Machine designed to address dividend checks, and The Elliot 
Newspaper Margin Addresser. 
Elliott Machine Company published a booklet, 72-pages 
in length entitled The Story of ~Father~~~ Unscrewing 
the Inscrutable. In this booklet is told the story of the 
invention and development of the addressing machine. Metal 
address plates were used when the machine was first in 
operation. These metal plates were soon discarded, however, 
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ELLIOTT ADDRESSING MACHINES COMPANY 
and the Elliott Address Card of non-metallic material was 
used. By snapping a clasp over the platen of any typewriter, 
a stencil may be cut. Elliott Machine Company manufactures 
five sizes of address cards to fit every requirement. The 
Elliott Machine Company also manufactures trays to store 
the address plates. There is a picture and a detailed 
illustration of each model of addressing machine in this 
booklet also. 
SlJMliiARY 
The material published by the Elliott Machine Company 
may be used effectively by the office machines teacher 
for display purposes. In this way, the business students 
would become farrdliar with the various types of addressing 
machines. 
BURROUGHS, INC. 
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CALCULATOR 
ACCOUNTING MACHINE 
The teaching materials published by the Burroughs 
Company consist of a series of models on single sheets of 
glossy paper, size 8~" x 11". There is a full-page illustra-
tion in black and white print of each machine, and on the 
reverse side of each flyer a detailed illustration is 
presented. These are the titles of the single-sheet flyers: 
1. "The Five-Column Calculator for Low Cost 
Versatility" 
2. "The Two-Total, Nine-Column Calculator, the 
Calculator that Remembers What Other Calculators 
Forget" 
3· "The Nine-Column Calculator that Calculates as 
You Operate" 
4. "The 13-Column Calculator Which Gives Up to a 
Trillian Capacity" 
Other machines manuf~ctured by Burroughs are: The 
Typewriter-Accounting Machine which is shown in a four-
page booklet. The last page of this booklet has an 
actual-size photograph of the keyboard. A four-page 
booklet on the Computating-Billing Machine shows what 
operations may be performed on this machine. The last 
page of this booklet has an actual-size photograph of the 
keyboard and the position of the operator's hands. There 
are single-page illustrations of the Bank Bookkeeping Machine, 
the Payroll Machine, and the Accounts Receivable Machine. 
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BURROUGHS~ INC. 
On the back of each single sheet, there is a detailed 
illustration of the machine. 
The newest machines manufactured by Burroughs are 
the Sensimatic Accounting !1achine and the Sensimatic 
Bookkeeping Machine for Bru1ks. There is a brochtu~e with 
descriptive illustrations of each of these sensimatic 
machines. 
The Burroughs Company makes available a set of 
Calculator rules for operators of these machines. Als~ 
there is a booklet entitled Your Dreams Will Come True. 
---
This is a career-type pamphlet- emphasizing the training 
received at the Burroughs Office Machine Training Center 
and the opportunities available for a Burroughs graduate. 
S1TI'1NARY 
The office machines teacher and the students WOLUd 
benefit from the teaching materials published by the 
Burroughs Company. Most of the publications could be 
used for bulletin board displays. 
FRIDEN CALCULATING MACHINE COMPANY~ INC. 
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CALCULATORS 
There are 11 calculators manufactured by the Friden 
Calculating Machine Company. The teaching materials 
received from this company consist of a single sheet in 
black and white print of each model. One side has a 
photograph of the machine,and the reverse side has a 
descriptive illustration of particular features of the 
model. 
For each model, there is a manual entitled Operating 
Instructions and Suggestions. The manual has descriptive 
illustrations of each part of the machine and problems 
in addition, subtraction, multiplication, and division. 
A special calculator manufactured by Friden is called 
the Square Root Calculator, which has all the features of 
a regular calculator plus a fully-automatic extraction of 
square root. 
A ten-key adding machine is shown in a six-page 
brochure in black and white print. There is a centre 
spread with a full-size photograph of the machine; and on 
the last page of this brochure, there are 13 detailed 
illustrations of the features. 
Friden also mru~ufactures the Computyper which is a 
combination of an IBM electric typewriter and a fully-
automatic calculator. In this type of machine, figures 
are automatically tabulated to the final record in correct 
decimal position in the desired columnar form. 
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FRIDEN CALCULATING MACHINE COMPANY, INC. (continued} 
The Friden Calculating Machine Company has prepared a 
series of booklets entitled Calculations for ~Department 
Store, Lumber Mill, Chain Store, Creameries and Dairies, 
Insurance, and Motor Freight Lines. These booklets may be 
obtained by the office machines teacher free of charge. 
The Friden Calculating Machine Company has published 
many useful teaching materials which the office machines 
teacher may use effectively in the classroom. There are 
several brochures which could be used for display purposes. 
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LANSTON MONOTYPE CORPORATION CALCULATORS 
The Barrett Company manufactures two models of 
calculators~ There is the hand-operated calculator and 
the electric-operated calculator. 
The electric-printing calculator is illustrated in 
color print on a single sheet of glossy paper. This is 
a ten-key calculating machine and has the following 
features: 
Adding and Listing 
Direct Subtraction 
Mul tiplica ti on 
Division 
Printed Proof 
The hand-operated calculator is illustrated in color 
print on a single sheet of glossy paper. This is a ten-key 
calculator which adds and lists nine full eo1.umns. There 
is also provision for subtraction, multiplication, division, 
and automatic totals. 
SUNHARY 
The teaching materials published by the Lanston 
Monotype Corporation would be for the office machines 
teacher's use. These materials might be used for display 
purposes. 
NARCHANT CALCULATORS, INC. 
46 
CALCULATORS 
There are six models manufactured by Marchant, Inc. 
Their newest calculator is called the Figuremaster, and 
there is a four-page,color-print brochure illustrating 
the features of the calculator. The brochure lists three 
main topics to describe this machine : 
Beautiful to See 
-
illustrating design of the machine 
Beautiful to To1mh - illustrating easy touch 
Beautiful to Operate - illustrating operating features 
There is a manual of operating instructions for the 
Figuremaster. This booklet gives a descriptive illustration 
of the adding, subtraction, multiplication, and division 
processes on the Figuremaster. 
The Marchant Company has published a student's manual. 
This manual has the basic principles of operating the Marchant 
Calculator and common problems. There is also a teacher's 
guide to the student's manual which is an outline of' the 
course. The teacher may set up a five-class hour, a 10-class 
hour, or a 20-class hour course based upon this guide. For 
the teacher's use, there is an answer booklet. 
A small brochure entitled From ~ to Goobal has a 
detailed description with illustrations of the history and 
development of calculators. 
HARCHANT CALCULATORS, INC. 
SUI"1V1ARY 
(continued) 
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The teaching materials published by Marchant could 
be used effectively by the office machines teacher for 
display purposes and for lesson planning. 
The Marchant Company makes available a one-page 
sheet with the tables for obtaining square roots, and 
a one-page sheet with the short cut interest table. 
These items would be handy guides for the students. 
UNDERWOOD CORPORATION 
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CALCULATOR 
ACCOUNTING NACHINE 
The Underwood Corporation's teaching materials 
consisted of a brochure and an instructional booklet for 
each of the three calculators they manufacture. 
There is a brochure in color print with a center 
spread of the Underwood Sundstrand Machine. Descriptive 
illustrations are on the third and fourth pages of this 
brochure. A booldet which would accompany this model is 
entitled Touch Figuring~ the Underwood Sundstrand Ten-Key 
Keyboard. There is a message to the teacher which states 
that the manual was planned to acquaint students with the 
performance of _the ten-key adding-listing maclline. A 
message to the students indicates that they will learn how 
to add, subtract, and multiply on the Underwood Sundstrand 
Machine. 
The Underwood Automatic Accounting Machine is presented 
in a six-page, color print brochure. There is a cent:e~ 
spread which shows the keyboard of this machine, and there 
are descriptive illustrations which show the operations of 
the accounting machine. The booklet entitled Elementary 
Principles . ££ Machine Posting may be used by the office 
machines teacher and the student as a textbook. This manual 
is divided into five parts as follows: 
UNDERWOOD CORPORATION (continued) 
Part 
Part 
Part 
Part 
Part 
I: 
II: 
III: 
IV: 
V: 
The Leqger and Statement 
Posting the Charges 
Posting the Credits 
Taking a Trial Balance 
Customers' Statements 
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Forms 
Another four-page, color-print brochure shows the 
Underwood Sunstrand Printing Calculator which gives a 
printed record of every operation. There is an actual-
size photograph of this machine with descriptive illus-
trations of each feature. The manual to accompany this 
model is entitled Operating Principles of the Automatic 
Printing Calculator. The manual contains a detailed 
description of the features of this model and problems in 
addition, subtraction, multiplication, and division. 
SU1JfiviARY 
The teaching materials published by Underwood could 
be useful reference material for the office machines 
teacher. The office machines teacher could plan a series 
of lessons from the instruc.tion manuals, and the color 
brochures might be used as bulletin board materials. 
INTERNATIONAL BUSINESS MACHINES 
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CARD PUNCH 
CARD SORTER 
CARD VERIFIER 
TIME STAMPS 
The International Business Machines Company manufactures 
a number of office machines. 
In a two-page, black and white print brochure is 
presented the IEM Time Stamps Machine. There is a picture 
of this machine on the front page and explanations of the 
features are included in the other pages. 
The IBM Card Punch Machine is described in a three-
page brochure in black and white print. There is a 
picture of this machine and descriptive illustrations of 
the features~ 
A three-page, black and white print brochure contains 
a picture of the IBM Card Verifier and descriptive 
illustrations of the features of this machine. 
The IBM Sorter is presented in a two-page, black and 
white print brochure with an explanation of the functions 
of this model. 
IB11 has published a booklet entitled Principles of 
IBM Accounting. This is a concise, illustrative report 
which explains the method of keeping books on the IBM 
card system. 
SlTh'll'flARY 
The teaching materials published by the IBM Company 
could be classified as general information material for 
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the office machines teacher. Some of these materials 
could be used to set up effective bulletin board displays. 
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THE HCBEE COl-iPAI-l"Y 
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CARD-SORTING MACHI1ffiS 
The McBee Company manuf'actures many models of office 
equipment which are designed for the McBee Keysort System. 
A series of single-sheet, color-print flyers with a 
picture of the office machine and a detailed description 
of the features and operations are published by the McBee 
Company. The titles of these single-sheet flyers are: 
"Keysort Selector" 
" Keys ort Keypuncti' 
"Keys ort Monopuncli' 
"Keys ort Card Groover (desk model} " 
"Keysort Electric Groover" 
"Keysort Operations Desk" 
"Keysort "Pull-Card" File " 
"Keysort Storage File" 
"Unit Cabinet Ledger Tray" 
"McBee Unit Analyses" 
"McBee Payroll Poster" 
"NcBee Ledger Poster" 
"Verticle-"Flat" Filing Unit" 
A wall chart in color print illustrates the office 
procedure of how keysort consolidates dmly transactions 
into current management reports. 
53 
THE MCBEE CONPANY (continued) 
A 14-page booklet entitled Three Tools of Business 
for Distribution and Statistical Problems is the story of 
the development of the Keysort Method of handling office 
paper work. The term Keysort is defined as the method of 
punching card records so they may be accurately sorted into 
any required order more rapidly than by any other means. 
It has a wide range of applications in the accounting field 
and is ideal for analytical work as applied to sales, orders, 
payroll, costs, inventory, and vouchers as well as a wide 
range of statistical problems. 
Another brochure, 22-pages in length entitled Museum 
2£ ~ Vanishing American published by the McBee Company 
is a series of caricatures depicting office situations 
with the stress on installing a Keysort system to remedy 
the entanglement. 
SUHIVIARY 
The office machines teacher might use the teaching 
materials published by the McBee Company to set up 
bulletin board displays. 
VICTOR ADDING NACHINE COMPANY 
54 
CASH REGISTER 
The material published by the Victor Adding Machine 
Company consisted of several brochures advertising the 
McCaskey Cash Register System. Each cash register model 
is presented in a black and white prin~ tw~-page brochure 
with a picture of the model on the front page; and on 
the second and third page~ there is an illustration of the 
keyboard and a detailed description of each column of keys. 
For example, beside the columns of number keys there is a 
row of letter keys (one key which could be assigned to 
each clerk); next a row of department keys { grocery, meats, 
and vegetables}. · When a sale is rung up, the tally sheet 
would show the amount of the sale, record of the clerk who 
made the sale, and the department where the goods were 
purchased. 
A two-page, black and white brochure shows the special 
register designed for service stations that is manufactured 
by the McCaskey Company. 
Another model manufactured by the McCaskey Company 
is a cash-charge register. To accompany this type of 
register, there is a special set of bookkeeping records. 
There are two booklets on black paper with large 
white print which have detailed illustrations of the 
simplified bookkeeping system a proprietor may keep by 
having a cash-charge register installed. The main 
advertising point the literature suggests is how the 
proprietor will save money with the McCaskey register. 
VICTOR ADDING MACHINE COHPANY 
SUMMARY 
(continued) 
55 
The teaching materials published by the Victor 
Adding Machine Company would be for the office machines 
teacher's use as general information material. The 
office machines teacher might find it advantageous to 
display these materials to the office machines class as 
many high school students work part time in stores and 
operate cash registers. 
F & E CHECK PROTECTOR COiviPANY 
56 
CHECK PROTECTOR 
There are two models manufactured by the F & E 
Check Protector Company. 
One model is presented in black and white print on a 
single sheet of glossy paper. This is the lever-controlled 
type of check protector with a dial at the top of the 
machine which shows the amount of the check that will be 
imprinted. The imprint of the total is done in red ink. 
The other model manufactured by the F & E Company 
is an eight-column, keyboard check protector. This model 
is presented in a three-page, black and white print 
brochure. The first page has an actual-size picture of 
the machine, and the two inside pages have detailed 
illustrations of the features. 
SUMNARY 
The teaching materials published by the F & E Check 
Protector Company would be classified as general information 
material for the office machines teacher. The office 
machines teacher might wish to use these brochures for 
bulletin board displays. 
THE PATI1ASTER CORPORATION 
57 
CHECK PROTECTOR 
The Paymaster Corporation manufactures two models or 
check protectors. 
In a two-page, color brochure Model S-600-8 is 
presented. This is an eight-column machine. There are two 
rows of numbers and eight lever-controlled columns. The 
operation of this machine is done by raising the ringer 
key tips to the desired amount, inserting the check, and 
releasing the handle. This machine prints the amount in 
red and the firm name in blue. This check protector has 
locked-in protection. 
A description of Model 700 is presented in a two-
page brochure. This machine is similar to an adding machine. 
There are eight columns of numbers. The operation is 
done by depressing the keys to obtain the desired total, 
inserting the check, and releasing the handle. The name or 
the firm is printed in blue, and the total of the check 
is printed in red. There is a locked-in protection with 
this machine which helps to prevent unauthorized and illegal 
use of the firm's funds. 
SUMMARY 
The office machines teacher could use the material 
from the Paymaster Corporation ror display purposes and 
for acquainting the students with this type of business 
machine. 
SPEEDRITE PAYROLL SYSTEM 
58 
CHECK PROTECTOR 
The Speedrite Payroll System manufactures the Speedrite 
900 Checkwriter. A description of this machine is presented 
in a two-page, color-print brochure. There is a large 
picture of the machine and detailed illustrations of the 
.features. 
The amount that is to be printed on the check is set 
by levers and the total appears in the dial at the top 
of the machine. 
SUMMARY 
The Speedrite Payroll System's teaching materials 
could be used as display material and as general informa-
tion material for the office machines teacher. 
59 
THE TODD COMPAlf.r~ INC. CHECK PROTECTOR 
The Todd Company manufactures several types or check 
protectors. Each model is presented in a color-print 
brochure with an explanation or each reature. 
A separate pamphlet describes in detail the Todd's 
Insured ABC Payroll System which has three features: 
The Counterfeit-Proof Payroll Check; The Counterfeit-
Proor Identification Card; and The Todd ABC Insurance 
Protection. 
Another brochure shows the stages of process used 
in manufacturing a special paper called the Photo-Green-
Lac Check Paper. 
Besides manufacturing office machines, the Todd 
Company has composed a set of bookkeeping forms called 
the Form Master. These rorms have been set up to keep 
the payroll record, the accounts receivable record, and 
the accounts payable record. All these bookkeeping 
procedures may be done with just one writing. The 
brochure clearly illustrates each method of recording. 
The Todd Company has published a booklet entitled 
Disbursement Methods--Their Use and Misuse. The brier 
~-- -- - '---'--
introduction to this booklet indicates that the main reason 
that this booklet was prepared was "to help minimize i'raud." 
This booklet contains 44 ways to protect yoUI' bank account. 
It is very easy reading and there are caricatures through-
out the pages emphasizing points to be stressed. 
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THE TODD COMPANY, INC. (continued) 
S1Th1MARY 
All of the teaching materials published by the 
Todd Company are on Bt x 11 glossy paper in color print. 
The pictures of the machines are a good size and the 
explanations accompanying the machine are quite clear. 
The office machines teacher could easily explain the 
check protector to the class from these brochures. 
Many of these publications could be set up into 
effective bulletin board displays. 
CUMMINS BUSINESS MACHINES 
61 
CHECK ENDORSER 
CHECK SIGNER 
PERFORATOR 
Cummins Business Machines manufactures the Check 
Signer, the Check Endorser, and the Perforator Machine. 
There is a two-page brochure describing each machine. 
Each brochure is in black and white print and shows a 
picture of the machine and illustrated descriptions of 
the features. 
The Check Signer Machine will sign from 5,000 to 
27,000 checks an hour. 
The Check Endorser Machine lists checks for deposit 
and endorses these checks in one operation. 
The Cummins Perforator Machine is designed to cancel 
invoices that have been paid, thus reducing the possibility 
of a firm repaying for these same invoices. In one operation, 
the Invoice, Purchase Order, Bill of Lading, Receipt Ticket, 
Inspector's Report, and Verification Report are all coded 
by the perforator machine. 
Two booklets published by Cummins Business Machines 
are entitled Installment ~ Bookkeeping and How to Guard 
Against Fraud and Loss Through Negligence would be for the 
office machines teacher's use. 
SUMMARY 
The teaching materials published by the Cunrrrlns Business 
Machines would be general information materials for the use 
of the office machines teacher. Some of these materials 
could be set up for display purposes. 
FELT & TARRANT MANUFACTURING COMPANY 
62 
C OMPT Ol•ffiTER 
The teaching materials published by the Felt & Tarrant 
Manufacturing Company could be considered as career-type 
literature. There is a large poster with captions done 
in red lettering suggesting that you may choose your field 
when you are comptometer trained. 
The descriptive literature from the company is presented 
in letter form. The letters contain information about the 
comptometer. These letters are s_et up as office-style 
dictation material. 
There is an eight-page booklet entitled Basic Operation 
of the Comptometer. This booklet is divided into five 
lesson periods. These lesson periods cover the four basic 
arithmetical processes and a review section. 
SUHr1ARY 
The Felt & Tarrant Manufacturing Company's teaching 
materials could be used by the office machines teacher in 
setting up effective bulletin board displays. 
THE ATWELL cm1PANY 
63 
DICTATION V~CHINE 
The Gray Audograph Dictating Machine is manufactured 
by the A t-v1ell Company. 
This model is presented in a four-page, black and white 
print brochure. A full-size picture of the Gray Audograph 
is in the center page of this brochure. Descriptive 
illustrations of the features are on the other t\-IO pages. 
Another machine manufactured by the Atwell Company is 
the Phonaudograph III. The model is presented in a two-
page, black and white print brochure. 
The Atwell Company published a brochure entitled 
A New Course In School Training for ~ Audograph Secretary. 
This brochure describes in detail the Gray Audograph 
Training Course that is available to office machines teachers. 
StnftMARY 
The office machines teacher might wish to take 
advantage of the Gray Audograph Training Course that is 
made available by the Atwell Company. The machine may be 
rented or purchased. In this way the students would 
receive actual ~actice on a dictation machine. The 
other materials published by the Atwell Company might be 
used for display purposes. 
DICTATION SYSTEHS, INC. 
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DICTATION MACHINE 
Dictation Systems, Inc., manufactures two models of 
dictating machines. Descriptive illustrations of these 
two models, the SoundScriber and the SoundScriber Transcriber, 
are presented in a two-page,color-print brochure. 
The SoundScriber model is presented in a two-page, 
black and white print brochure also. The front page of 
this brochure has a picture of the machine and on the 
inside pages there are descriptive illustrations of each 
part of this model. 
A "Television Index" is the main feature of the 
SoundScriber Transcriber; Lady Tycoon is the trademark 
for this machine. There is a two-page, black and white 
print brochure describing this machine. The brochure 
contains a picture of the SoundScriber Transcriber and 
descriptive illustrations of the features. 
S tll'TI·1ARY 
The materials published by Dictation Systems covering 
their two models could be used by the office machines 
teacher for bulletin board display purposes to acquaint 
the students with this particular make of dictation machine. 
NET1r LE OFFICE EQUIPHENT C014PANY 
65 
DICTATION MACHINE 
Nettle O~~ice Equipment Company manufactures the 
Rex-Recordex. This dictating machine is presented in a 
single-sheet flyer. There is a picture of the Rex-Recordex 
on one side of the f lyer. On the reverse side, there is 
a detailed description of the features. 
The material to be dictated is recorded on a flat, 
unbreakable disc. The Rex-Recordex is operated by a 
foot pedal. 
SUMMARY 
The o~fice machines teacher could use this flyer 
on the Rex-Recordex that is published by the Nettle 
Of~ice Equipment Company for display purposes. 
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BEAUDETTE & COMPANY, INC. DUPLICATOR 
Beaudette & Company, Inc., are the distributors for 
the Roneo Mimeograph and the Rexograph Spirit Duplicator. 
The Roneo is a stencil and ink process machine. 
This model is manufactured in England. The two-page 
brochure shows a picture of the Roneo and detailed 
illustrations of the features. 
The Rexograph is manufactured in Milwaukee, Wisconsin. 
This machine is presented in a two-page brochure with 
descriptive illustrations of the features. 
SUMMARY 
The office machines teacher might wish to set up 
a bulletin board display with the teaching materials 
received from the Beaudette Company. 
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DITTO, INC. DUPLICATOR 
Ditto, Inc., manufactures seven models of duplicating 
machines. There is a single-sheet flyer with a picture of 
each model and a brief description of each machine. 
A 17-page booklet entitled Instructions for Operating 
the Ditto Direct Process Duplicator Model D-45 presents a 
detailed description of each part of this machine, how to 
prepare master copies, how to prepare the machine for 
operation, and how to operate the machine. 
Model D-10 is presented in a 17-page brochure entitled 
Instructions~~ and Operation of Ditto~· In this 
brochure, there is a detailed illustration and explanation 
of the operation of this model. 
sm~~ARY 
Effective bulletin board displ~s could be arranged 
with the teaching materials published by Ditto, Inc. 
THE HALOID COMPANY 
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COPYING EQUIPMENT 
The Haloid Company manufactures the Xettox Lith-Master 
copying equipment. 
In a six-page brochure, there is an illustrative 
description of each process of xerographing. Xerographing 
is a dry, electrical copying process. This machine 
reproduces anything written, typed, printed, or drawn. 
As part of advertising, the Haloid Company published 
four flyers with reports from the Braniff Airway, 
Atlantic Refining Company, Bell Telephone Company of 
Pennsylvania, and Honeywell Brown Company. All these 
companies testified as to how the Xerox machine has proven 
to be a wise and economical investment. 
SUlvll-LARY 
The office machines teacher would find the materials 
published by the Haloid Company good for informational 
purposes and as bulletin board display materials. 
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OLD TOWN CORPORATION DUPLICATOR 
There are four models manufactured by the Old Town 
Corporation. 
A 12-page booklet entitled Instructions for ~ ~ 
Town Spirit Duplicators Models 2ff and 14H presents a detailed 
illustration of each part of these machines and an explanation 
of the operation of these hand-operated machines • . 
Another 12-page booklet entitled Instructions for Old 
~Spirit Duplicators Modles 9E and 14E presents a detailed 
illustration of each part of these models and an explanation 
of the operation of these electrically-operated machines. 
SUI"llvTARY 
The office machines teacher might find the teaching 
materials published by Old Town Corporation quite useful 
as they contain explicit details on how to operate a 
duplicating macl~ne. 
STANDARD DUPLICATING 1-'IACHINES COMPANY 
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DUPLICATOR 
Standard Duplicating Machines Company manufactures 
four models of duplicating machines. 
For each model, Standard Duplicating Hachines Company 
has published a brochure which has a picture of the 
duplicating machine and descriptive illustrations of how 
this machine is operated. 
SUMMARY 
The teaching materials published by the Standard 
Duplicating Machines Company could be used as bulletin 
board display materials. 
ST. JOHN AND MCCOLL, INC. 
71 
MDIEOGRAPH 
One booklet entitled Modern Mimeographing Handbook 
and published by St. John and McColl, Inc., contains 
detailed illustrations or each part or the mimeograph 
machine and an explanation of the principles or 
stenciling. 
This booklet was prepared for the stencil typist, 
the stencil artist, and the mimeograph operator. 
SUMMARY 
T~is all-inclusive booklet that is published by 
St. John and }:lcColl, Inc., could be a valuable source 
or information for the office machines teacher as 
well as for any other person who might be required to 
cut stencils or operate a mimeograph machine. 
ADDRESSOGRAPH-MULTIGRAPH CORPORATION 
72 
MULTI LITH 
Seven models of multigraphs are manufactured by the 
Addressograph-Multigraph Corporation. For each model, 
there is a four-page brochure in color print. The 
brochures open into wall-size charts. There is a full-
size picture of each machine and descri ptive illustrations 
of each feature. 
An 18-page booklet features Multilith Model 81. 
Each part of this machine is illustrated with a detailed 
description. 
The Addressograph-Multi graph Corporation published 
two brochures for the operator of their machines. These 
brochures include a lis t of instructions and suggestions 
for obtaining the best results from the Multilith DupliMat 
Masters. 
SUMMARY 
The teaching materials published by the Addressograph-
Multigraph Corporation could make excellent wall-display 
materials. The office machines teacher could use these 
materials for general information purposes. 
CO:t-'ITffiRCIAL CONTROLS CORPORATION 
73 
FLEXOWRITER 
.JUST OWRI TER 
MAILROOM EQUIPMENT 
TICKETOGRAPH 
COUPON TICKETS 
ENDORSOGRAPH 
There are six types of office machines manufactured 
by the Commerical Controls Corporation. 
In an expandable-type brochure, there is a picture 
and a brief, yet inclusive, descri ption of each machine. 
For the Flexowriter Machine, there are several single-
sheet flyers which describe in detail particular features 
of this machine. The four features of a Flexowriter 
Machine are: 
1. Perforates tape as a by-product of typing 
to record information for automatic retyping. 
2. Reads perforated tape to automatically type 
as many copies as required. 
3. Reperforates tape to produce duplicate or 
revised tapes. 
4. Types automatically or when operated manually 
for any routine typing. 
The Justowriter Machine is presented in a black and 
white print br ochure. The Jus towriter M·achine is an 
automatic composing machine. 
SUMMARY 
The materials published by Commercial Controls 
Corporation may be used by the office machines teacher 
for bulletin board displays. 
PITNEY-BOWES, INC. 
74 
MAILROOM EQUI PI'1ENT 
There are three models of postage meter machines 
manufactured by Pitney-Bowes, Inc. For each model, there 
is a two-page, black and white print brochure with a 
full-size picture of the machine and detailed illustrations 
of the operation of the postage meter. 
Pitney-Bowes manufactures three mail openers for 
every type of business and for every mail-handling need. 
There is a two-page, black and white print brochure 
describing these machines. 
The Pitney-Bowes Model FM Folding Machine is presented 
in a two-page brochure. There is a centre spread with a 
full-size picture of this machine and descriptive illustra-
tions of the features. 
A brochure entitled Operating Instructions ~ ~ 
Model TIC-3 Pitney-Bowes Tickometer -has a full-size picture 
of this machine and descriptive illustrations of the 
features. The Model TIC-3 Tickometer is a device to count 
with absolute accuracy and at high speed tickets, currency, 
transfers, cards, coupons, labels, and other similar material. 
A wide variety of printing attachments available for use 
in conjunction with the machine permit simultaneous 
imprinting, endorsing, canceling, coding , and pricing. 
PITNEY-BOWES, INC. 
SU11MARY 
(continued) 
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The teaching materials published by Pi tney-Bowes, 
Inc., may be classified as general information materials 
and could be set up into effective bulletin board displays. 
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R. C. ALLEN COMPANY TYPEWRITER 
Two models, the R. C. Allen Standard Typewriter and 
the R. c. Allen Visomatic Typewriter, are manufactured 
by this company. 
A two-page, black and white print brochure presents 
the Standard Typewriter. There is a picture of this 
model and descriptive illustrations of the features. 
The R. C. Allen's Visomatic Typewriter is presented 
in a two-page, black and white print brochure. A full-
size picture of this machine and a detailed illustration 
of the features are shown. 
SlJM}1ARY 
R. C. Allen's publications could be used by the 
office machines teacher for display purposes. 
INTERNATIONAL BUSINESS MACHINES 
77 
TYPEWRITER 
The IBM Company manufactures an electric typewriter. 
This typewriter is presented in a three-page, color-
print brochure. There is a picture of this machine and 
an illustrative description of each feature. 
The IBM Statistical Typewriter is shown in a two-
pag~ color-print brochure. On this machine there is an 
extra row of keys set up as follows: 
100 
M 
10 
M 
1 
M 
100 
T 
10 
T 
1 
T 
100 10 1 
A black and white print, six-page brochure entitled 
The Secret of the "Letter-Perfect" Letter is mainly an 
advertisement for the IBM Electric Typewriter. There is 
a picture of this machine and samples of different styles 
of type. 
SmiHARY 
The teaching materials on the typewriter published 
by IBM could be used for display purposes. 
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REMINGTON RAND, INC. TYPEWRITER 
Remington Rand, Inc., manufactures two models of 
typewriters, the Standard Typewriter and the Electric 
Typewriter. A two-page, {)lack and white print brochure 
pl""esents each of these machines and an explanation of 
the features. 
In a 15-page boeklet entitled Business Education 
Advancement~ the Electric Typewriter is the complete 
guide for teaching electric typing. 
There is a wall chart which has a full-size picture 
of the Remington Rand Electric Typewrite~,and the names of 
all the parts of this machine are indicated. 
A reprint from a business magazine entitled "6 Days 
Work in 5" is the report of extensive studies that were 
recently completed by the Military Air Transport Service 
which substantiated the greater productive value of 
electric typewriters. Another reprint entitled 11 20-1 
to 4-1" is the report of the curi•ent ratio of electric 
vs. manual typewriter sales. A trend whose significance 
to businessmen and educators alike is self-evident. 
SUMMARY 
The teaching materials published by Remington Rand, Inc., 
could be of value to the business teacher for general informa-
tion purposes and for bulletin board displays. 
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ROYAL TYPEWRITER COMPANY, INC. TYPEWRITER 
The Royal Typewriter Company, Inc., manufactures the 
Standard Typewriter and the Electric Typewriter. 
There is an 8t" x 11" Keyboard Diagram of the new 
Royal Standard Typewriter. This diagram could be mounted 
and used as a wall chart. 
A series of reprints from business magazines have 
been published by Royal Typewriter Company. The titles 
of these reprints are: 
"Building Typewriter Skill and Speed" 
"Building Transcription Skill" 
"Royal's New ' Magie Tab'" 
"Planning Your Electric Typewriter Program" 
"The Electric Typewriter in the Classroom" 
Royal Typewriter Company has published two t ests 
entitled "What is Your Typewriter I. Q,." and "New Royal 
Standard Operating Parts Test." For each of these tests, 
there is the Teacher's Answer Manual. 
As a service to schools, Royal Typewriter Company 
has published a set of Finger Dexterity Drills. 
The two-page brochure entitled Typing Do's and Don'ts 
has a few helpful hints for the typist. 
Another brochure, 22 pages in length entitled The 
Modern Secretary is a concise secretary 1 s handbook. 
The Royal School News, a nine-page mimeographed booklet, 
contains the story of The Historz of the Typewriter. 
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ROYAL TYPEWRITER COMPANY, INC. (continued) 
Royal Typewriter Company has produced a teaching 
film entitled "Right--At The Start." Each of the film's 
19 sequences provides a close-up lesson dealing with one 
phase of learning the keyboard. Each sequence provides 
animated explanation, expert demonstration, and drill 
activities for the learners to perform with the demonstra-
tor. 
S'ill-ll1ARY 
The teaching materials published by the Royal 
Typewriter Company, Inc., could be of great value to 
the business teacher. The teacher might like to rent 
the film for the typing class. Some of these materials 
could be used for display purposes. 
L. C. SMITH A:Nl) CORONA TYPEWRITERS~ INC. 
81 
TYPEWRITER 
A Smith-Corona publication entitled Handbook for 
Smith-Corona Operators presents the Smith-Corona Typewriter. 
This booklet contains detailed explanations and illustrations 
of each part of this machine. 
As a supplement to whatever text the business teacher 
may be using, ·Smith-Corona has published a nine-page booklet 
entitled Corrective Drills which was written by Lessenberry. 
Two samples of tests that were prepared by the Education 
Division of the Smith-Corona Typewriter Company, Inc., are 
entitled "Operating Features and Keyboard Tests ·smith-Corona 
Office Typewriter" and "Test on the Parts of the Business 
Letter." There is an answer sheet for the teacher's use 
for each of these tests. 
A chart entitled "Touch Typing" has been prepared for 
the Smith-Corona Portable Typewriter and other Standard 
Keyboards. To . accompany this chart, a 19-page booklet 
entitled Typing ~Easy written by Sakavig has been prepared 
for beginners and "occasional" typists. It is the opinion 
of the author, Saksvig, that anyone with ten fingers can 
quickly acquire a useful typing speed. 
Tips to Typists, another Smith-Corona publication, has 
some tips, hints, suggestions, and short cuts in typing. 
L. C. SMITH AND CORONA TYPmVRITERS~ INC. 
SUMMARY 
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(continued) 
The teaching materials published by Smith and Corona 
could be used most effectively by the office machines 
teacher in preparing displays and in making lesson plans. 
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UNDERWOOD CORPORATION TYPEWRITER 
The Standard Typewriter and the Electric Typewriter 
are manufactured by the Underwood Corporation. 
The Standard Typewriter model is presented in a two-
page, color-print brochure. There is a picture of this 
model and an explanation of the features. 
A two-page, color-print brochure shows a picture of 
the Electric Typewriter and an explanation of the features. 
Electric Typewriter Conversion is the name of a 
15-page booklet written by Leslie and Hossfield and published 
by Underwood Corporation. This booklet has sufficient 
material for two normal class periods of instruction. There 
is no division of lessons; however, this is left tot he 
discretion of the teacher. This booklet is designed to 
assist those who have completed their basic theory in typing. 
It is not for beginners. 
Underwood Corporation published an 18-page booklet 
entitled At Your Fingertips ~~~~Keys to Success. 
This booklet has a concise, personal use typing course. 
There are seven steps to the course. With each step, 
there is an illustrated keyboard. The center pages of 
this booklet contain a picture of the typewriter and an 
explanation of each part. A few general explanations 
are given also, such as, "Taking Care of Your Typewriter," 
"Changing Ribbons," and ''Some Typing Short Cuts." 
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'ffi\fDER1rlOOD CORPORATION (continued} 
~History of ~Typewriter is a 15-page brochure 
printed by Underwood Corporation. This is the story of 
the development of the typewriter up to the present day. 
A single-sheet flyer has two tests. The names of 
these tests are:"Naming the Parts of the Typewriter," 
and "Filling in the Keyboard." 
There are three films produced by Underwood Corporation. 
These films a.re:"Tips on Typing," "The Duties of a Secretary," 
and "Ten Copies Please." 
SUMI~ARY 
The business teacher would find the teaching materials 
published by Underwood Corporation to great assistance 
in preparing displays and in making lesson plans. 
CHAPTER V 
SUMMARY AND RECOMMENDATIONS 
The purpose of this study was to compile and analyze 
free and inexpensive teaching materials for an office 
machines co~~se and to suggest uses for the teaching 
materials in the classroom. 
The writer contacted by mail 45 office machine 
companies. In this study, 35 office machine companies 
are represented. 
An alphabetical arrangement was made by the name 
of the office machines. The names of the office machine 
companies were arranged alphabetically according to the 
machine they manufactured. 
In Chapter IV, an evaluation of the teaching materials 
received has been prepared for each office machine company 
which sent materials. 
In Table I, a summary of the materials sent by these 
office machine companies is presented. 
In a study of this nature, it should be understood 
that only current teaching materials published by the 
office mac~~ne companies have been evaluated. Also, these 
materials were a selected group as it would be impossible 
to include every piece of literature that has been published 
regarding office machines. 
e 
TABLE I 
SUMlVIARY OF MATERIALS RECEIVED FRON OFFICE MACHINE COMPANIES 
-
. 
Office Machine Company Type of Machine Manufactured A B c D E F 
Addressograph-Multigraph Corp Hultilith X X X 
R.C. Allen Business Machines Adding X 
Bookkeeping 
' X Electric Typewriter X 
Standard Typewriter X X 
The Atwell Company Gray Audograph X 
Gray Phonaudograph III X 
Beaudette & Company, Inc. Rexograph X 
Roneo Mimeograph X 
Burroughs Adding Machine X X 
Typewriter-Accounting X 
Computing-Billing X 
Bank-Bookkeeping X 
Payroll X 
Accounts Receivable X 
Sensimatic Accounting X 
Sensimatic Bookkeeping X X 
- - ---- ---- - ~- --
A Single-Sheet Flyers E Charts 
B Black and White Print Brochures F Films 
C Color-Print Brochures G Career Pamphlets 
D Booklets (over 4 pages) H Operation Instruction Manuals 
I Classroom Instruction Manual 
G 
X 
H 
a> 
0' 
I 
I 
I 
I 
I 
TABLE I (continued) 
SUMHARY OF MATERIALS RECEIVED FRON OFFICE MACHINE COMPANIES 
---
Office Machine Company Type of Machine Manufactured A B c D E F 
Clary 14:ultiplier Corporation Adding X X X 
Cash Register X 
Commercial Controls Corp. Flexowriter X X 
Justowriter X 
Mailroom Equipment X 
Ticketographs X 
Coupon Tickets X 
Endorsographs X 
Cummins-Business Machines Check Endorsers X 
Check Signers X 
Perforator X 
Dictation System, Inc. SoundScriber X X 
SoundScriber Transcriber X 
Ditto, Inc. Duplicator X X 
Elliott Addressing Machines Addressing X X 
-----
--~ -- -
A Single-Sheet Flyers E Charts 
B Black-and White Print Brochures F Films 
C Color-Print Brochures G Career Pamphlets 
D Booklets (over 4 pages) H Operation Instruction Manuals 
I Classroom Instruction Manual 
G H 
X 
CD 
-J 
I 
TABLE I (continued) 
SUMMARY OF MATERIALS RECEIVED FROM OFFICE MACHINE COMPANIES 
Office Machine Company Type of Machine Manufactured A B c D E F 
F & E Check Protector Check Protector X 
Felt & Tarrant Mfg. Company Comptometer X X 
Friden Calculating Machine Comp~ Calaulator X X 
Haloid Company Xerography X X X 
International Business Machines Card Punch X 
Card Sorter X 
Card Verifier X 
Electric Typewriter X X 
Time Stamps X 
Lanston Monotype Corporation Adding X 
Harchant Calculators, Inc. calculator X 
McBee Company Keysort System X !( 
-- --- - -·-
A Single-Sheet Flyers E Charts 
B Black and White Print Brochures F Films 
C Color-Print Brochures G Career Pamphlets 
D Booklets {over 4 pages) , H Operation Instruction Manuals 
I Classroom Instruction Manuals 
G H 
X 
! 
X 
I 
X 
(X) 
(X) 
i 
TABLE I (continued) 
SUMMARY OF MATERIALS RECEIVED FROM OFFICE HACHI NE CONPANIES 
' ' Office Machine Company Type of Machine Hanufactured A B c D E F 
-
Nonroe Calculating Machine Co. Calculator X X 
Bookkeeping X 
National Cash Register Company Adding X X 
Accounting X 
Nettle Office Equipment Co. Rex-Recordex X 
Old Town, Inc. Duplicator X 
Olivetti Company Adding X X 
Typewriter X 
The Paymaster Corporation Check Protector X 
Pitney-Bowes, Inc. Mailroom Equipment X 
Remington Rand, Inc. Calculator X X 
Electric Typewriter X X 
L--.------- - -- --- --- - - - - -
A Single-Sheet Flyers E Charts 
B Black and White Print Brochures F Films 
C Color-Print Brochures G Career Pamphlets 
D Booklets (over 4 pages) H Operation Instruction Manuals 
I Classroom Instruction Manuals 
G H 
X 
X 
X 
X 
X 
I 
X 
X 
X 
co 
-..[) 
I 
TABLE I {continued) 
S~1ARY OF MATERIALS RECEIVED FROM OFFICE MACHINE COMPANIES 
Office Machine Company Type of IvJachine Manuf'actured . A B c D E F 
Royal Type\'lri ter Company, Inc Typewriter X X 
St. John and l'IcColl,_ Inc. Mimeograph 
Smith & Corona Typewriter,Inc Typewriter X 
Speedrite Payroll System CheckTtiri ter X 
Standard Duplicating Machines Duplicator X X 
The Todd Company, Inc. Check Protector X X X 
Underwood Corporation Standard Typewriter X X 
Electric Typewriter X 
Calculator X 
Accounting Machine X 
Sundstrand X X X 
Victor Adding Machine Co. Cash Register X X 
A Single-Sheet Flyers E Charts 
B Black and White Print Brochures F Films 
C Color-Print Brochures G Career Pamphlets 
D Booklets (over 4 pages H Operation Instruction Manuals 
I Classroom Instruction Manuals 
G 
X 
X 
X 
--
H 
X 
X 
X 
X 
...[) 
0 
I 
' 
X 
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It is recommended that a follow-up study be done 
after a year or two to make available to the office machines 
teacher the very latest teaching materials that could be 
used in an office machines course. It is further 
recommended that these teaching materials be used in an 
office machines course to see which ones prove to be 
most effective. 
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APPENDIX 
Gentlemen: 
APPENDIX A 
BOSTON UNIVERSITY 
SCHOOL OF EDUCATION 
332 BAY STATE ROAD 
BOSTON 15, MASSACHUSETTS 
Under the direction of Professor Lester I. Sluder 
97 
of Boston University, I am doing a graduate research study 
on T~e Evaluation of Free and Inexpensive Teaching Aids in 
the field of office machines and clerical practice. 
Instructions, materials, and aids are being considered 
for all types of office machines, including adding, address-
ing, bookkeeping, calculating, dictating, and duplicating 
machines. Teaching aids concerned with the check protector, 
postage meter, mimeograph, and typewriter will also be 
evaluated. 
Would you please send any charts, posters, pamphlets, 
illustrated material, or other teaching aids which you feel 
would be helpful in teaching the operation of the above 
machines. If your company has produced any films, film 
strips, or slides, would you please list this information 
on the accompanying page. 
My final report should be very valuable to business 
teachers in the classroom and should result in a better 
trained graduate for business employment. 
Your cooperation and assistance in sending me this 
material will be gratefully appreciated. The material may 
be sent to the address listed below. 
Very truly yours, 
Elizabeth A. Strain 
68 Linden Street 
Brookline 46, Massachusetts 
FILMS 
NAME 
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Gentlemen: 
APPENDIX B 
BOSTON UNIVERSITY 
SCHOOL OF EDUCATION 
332 BAY STATE ROAD 
BOSTON 15» MASSACHUSETTS 
98 
Somet i me ago I sent a letter to your company 
requesting mater i al to be used in connection with my· 
graduate research st udy wh i ch is ent i tled The Eva lua= 
tion of Free and Inexpens ive Teaching Ai ds i n the Field 
of Office Machines and Clerical Practice. 
I am doing this thesis unde~ t he dir ection of 
Professor Lester I. Sluder of Boston University a 
In order to make the proj ect worthwhile, it will 
be necessary to analyze visual a id s that are available 
for all types of offic e machines. I am sure that y ou 
would like to ha ve your company represent ed in this 
study. Therefore , I would apprecia t e your sending me 
charts, pos t ers , pamphlet s, illustrated mat er i al , or 
other ins t ruct ional a i ds whi ch you feel would be helpful 
in teaching the operat ion of off ice mach ineso 
Thank you for your co oper at i on in this matt er . 
Material may be mailed to my address l i s t ed below. 
Very truly yours, 
Elizabeth A. Stra i n 
68 Linden Street 
Brookline 46, Massachusett s 
APPENDIX C 
LIST OF 
OFFICE NACHINE COMPANIES 
REPRESENTED IN THIS STUDY 
1. Adressograph-Multigraph Corporation 
221 Columbus Avenue 
Boston 16, Massachusetts 
2. R. c. Allen Business Machines, Inc. 
162A Huntington Avenue 
Boston, Massachusetts 
3. The Atwell Company 
211 Congress Street 
Boston 10, Massachusetts 
4. Beaudette & Company, Inc. 
115 Mt. Auburn Street 
Watertown 72, M~ssachusetts 
5. Burroughs 
240 Newbury Street 
:Boston 16, Massachusetts 
6. Clary Multiplier Corporation 
San Gabriel, 
California 
7. Comrnerq_ial Controls Corporation 
72 Brookline Avenue 
Boston 15, Massachusetts 
8. Cummins Business Machine.s 
318 Harvard Street 
BrookliJle 46, Massachusetts 
9. Dictation Systems, Inc. 
585 Boylston Street 
··Boston 16, Massachusetts 
10. Ditto, Inc. 
Harrison at Oakley Boulevard 
Chicago 12, Illinois 
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11. Elliott Addressing Machines 
143 Albany Street 
Cambridge 39, Massachusetts 
12. F & E Check Protector 
157 Federal Street 
Boston, Hassachusetts 
13. Felt & Tarrant Mfg. Company 
1713-35 N. Paulina Street 
Chicago 22, Illinois 
li~. Friden Calculating Maehine Company, Inc. 
277 Huntington Avenue 
Boston, Massachusetts 
15. Haloid Company 
141 Milk Street 
Boston, Massachusetts 
16. International Business Machines Company 
573 Boylston Street 
Boston, Hassachusetts 
17. Lanston Monotype Corporation 
261 Madison Avenue 
New York 16, New York 
18. Marchant Calculators, Inc. 
lb.-75 Powell Street 
Oakland 8, California 
19. The McBee Company 
295 Madison Avenue 
New York 17, New York 
20. Monroe Calculating Machine Company, Inc. 
700 Beacon Street 
Boston, Massachusetts 
21. National Cash Register Company 
Dayton 9, 
Ohio 
22. Nettle Office Equipment Company 
27 Huntington Avenue 
Boston 16, Massachusetts 
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23. Old Town Corporation 141 Milk Street 
Boston 9, Massachusetts 
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E. J. Sarther Associates 
82 Whitney Avenue 
New Haven, Connecticut 
(Distributors for Olivetti 
Hachines) 
25. The Paymaster Corporation 
181 Harvard Street 
Brookline 46, Massachusetts 
26. Pitney-Bowes, Inc. 
230 Congress Street 
Boston 10, Massachusetts 
27. Remington Rand, Inc. 
857 Commonwealth Avenue 
Boston 15, Massachusetts 
28. Royal Typewriter Company, Inc. 
2 Park Avenue 
New York 16, New York 
29. St. John and McColl, Inc. 
799 Boylston Street 
Boston 16, Massachusetts 
30. L. C. Smith & Corona Typewriters, Inc. 
Educational Division 
Syracuse 1, New York 
31. Speedrite Payroll System 
Box 124 
Beverly Farms, Massachusetts 
32. Standard Duplicating Machine 
26 Elliot Street 
Newton Highlands 61, Massachusetts 
33. The Todd Company, Inc. 
20 Kilby Street 
Boston, Massachusetts 
34. Underwood Corporation 
211 Congress Street 
Boston, Nassachusetts 
35. Victor Adding Machine Company 
3900 North Rockwell Street 
Chicago 18, Illinois 
